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Overview
This manual provides basic instructions for the most common tasks Applicants and NCDOT Reviewers
will perform on the Connect NCDOT Encroachment Submissions site:

e (Creating and submitting an encroachment
e Adding/Updating document(s) in your submissions
e Creating notifications, alerts and filters

More detailed resources are available in the Encroachment Submissions Help section of Connect NCDOT
at https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx.

Applicant Role vs. Reviewer Role
The instructions in this manual apply to both the Applicant and the Reviewer roles. They are considered
as two entirely different functions in the Encroachment Submissions site.

The Applicant Role is used by vendors and applicants to create an encroachment submission and
monitor the status of past and current encroachment submissions. All content created on the
Encroachment Submissions site is specific to the Applicant’s NCID. All submittals start at the
Division/District level.

While discouraged, it should be noted that when an NCDOT employee uploads an encroachment, the
system is designed to send automatic emails to the applicant. In this case, only the NCDOT employee
will be notified of any changes. Therefore, the NCDOT employee must notify and/or otherwise
communicate with the submitter separately.

The Reviewer Role is where NCDOT District Engineers or other designated NCDOT Employees make
encroachment additions and/or changes that applicants can view.

Purpose
The NCDOT Encroachment Submissions site was created for the following reasons:

e Reduce review time between the Applicant and NCDOT.

e Provide electronic submittal and exchange of Encroachment Submission documentation (e.g.
Agreement Form, Plans, Cover Letter, and other supporting documentation as appropriate).

e Track encroachment submittals statewide with abilities specific to user interests, such as by
District office, or by Central Utility office encroachments.

e The Applicant and NCDOT can review and monitor the status of an encroachment.

e Monitor the length of time that an encroachment is handled by each office.

e Maintain consistency with the statewide encroachment numbering system.

e Promote environmentally friendliness by reducing hardcopies and paper waste.

e Allow submitters to obtain approved encroachment permit documents after NCDOT approval.


https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx
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Process
To create an Encroachment Submission on the Connect NCDOT site, you’ll follow these basic steps:

e Loginto the Encroachment site: https://connect.ncdot.gov/site/Permits/Pages/default.aspx
using your NCID Username and Password.

e Create a new Encroachment Submission attaching the required documentation (e.g. Signed
Agreement, Cover Letter, Plans, Special Studies, etc.).

e Review the email confirmation with the assigned Encroachment ID (e.g. E001-123-19-12345).

e Review the status of the encroachment on the Encroachment Submissions Dashboard.

Encroachment Review Process

Applicant submits to NCDOT performs Technical Review on encroachment plans and
ster L District Engineers documents. )
Office. District Engineers Office will - Some requests require Central Office approval
- Some requests require review by other units (Geotechnical,
Hydraulics, Transportation Mobility and Safety)
- Reviewing units provides comments/guidance
on correction and return to Applicant.
- Applicant returns corrected documents to District Engineering Office.
- If acceptable, go to step 4

Review for Completeness per
Guidelines.

- If acceptable, go to step 3

- If unacceptable, return to
applicant with guidance on
correction. Then applicant
returns corrected documents
to District.

STEP

NCDOT approves or
rejects submission,
finalizing the process.



https://connect.ncdot.gov/site/Permits/Pages/default.aspx
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Log in to the Encroachment Submissions Site

IMPORTANT: To get started with Online Encroachment Submissions, you’ll need a Business NCID
Username and Password.

e NCDOT employees
o Submit the employee NCID into the form at
https://connect.ncdot.gov/municipalities/Utilities/Pages/Submit-Your-NCID-for-
Encroachments-Submissions.aspx.
o When access has been granted to the Encroachment Submissions site
https://connect.ncdot.gov/site/permits, you'll receive an email notification from
NCDOT.

o Non-NCDOT employees- New User Registration
1. Create your Business NCID account here: https://ncid.nc.gov/idmdash/#/default (see
Appendix A). An email will be sent to complete the NCID registration process.
2. Submit the Business NCID created in step one above into the form at
https://connect.ncdot.gov/municipalities/Utilities/Pages/Submit-Your-NCID-for-
Encroachments-Submissions.aspx.

When access has been granted to the Encroachment Submissions site
https://connect.ncdot.gov/site/permits, you’ll receive an email notification from NCDOT.

IMPORTANT (Non-NCDOT employees): When you log into the Connect NCDOT site,
remember to type NCID\ before your username (e.g. NCID\yourusername).

There are three (3) methods that can be used to access the Encroachments Submissions site:

Method 1
1. Access the NCDOT Connect site: https://connect.ncdot.gov
2. Select Sign In and type Encroachment in the search bar
3. Select Encroachment Submissions from the list of available sites

1 Team Site Users: Sign in Here

You are not signed in.
Please sign in to your acc
please click the 'Get A

t button bel i
tount’ button belc Your Team Sites

m Encroachment All Team Sites v

Construction | Preconstruction

Utilities Unit

Encroachment Submissions


https://connect.ncdot.gov/site/permits
https://ncid.nc.gov/idmdash/#/default
https://connect.ncdot.gov/site/permits
https://connect.ncdot.gov/
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Method 2
1. Access the Utilities Encroachments page:
https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachment-Agreements.aspx
2. Select the Log In button

Connect NCDOT

N ﬁ ! . @ .-\-
BUSINESS PARTNER RESOURCES Home Help ™ Team Sites Site Map

Doing Business  Bidding & Letting Projects Resources ' Local Governments

Bridge Reuse  Interagency Leadership = Local Projects = Planning = School Transportation | State Airport Aid  State Street-Aid (Powell Bill)

Encroachment Agreements for Utilities
Overview, Explanation of Forms, Bonding

Iﬁ‘ » Connect NCDOT » Local Governmentis W Utiliies » Encroachment Agreements for Ulilities

Overview of Encroachment Process

Online Encroachment
Please direct encroachment related questions to: . _a
K Submissions

Larry Sanders, PE
919-707-6979
encr@ncdot.gov

Click Log In to access the Online
Encroachment Submission section of
Connect NCDOT.

Encroachment Agreements

When construction or utility installation is proposed within the limits of NCDOT right-of-way, an
encroachment agreement is required. Below is a list of NCDOT's encroachment agreements
along with descriptions of when and where they are applicable.

Get Help with access and site usage.

Performance and Indemnity Bonds for Encroachments

Performance and indemnity bonds may be required from the applicant of an
encroachment agreement for utility installations to be placed within the limits of highway
rights-of-way. The purpose of such bonds is to indemnify NCDOT for any damages
within the highway rights-of-way caused by the installation.



https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachment-Agreements.aspx
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Method 3
1. Enter Encroachment Submissions in the search bar on any Connect NCDOT page

2. Locate and select Encroachment Submissions in the list

nn H [ ~ T @ s
BUSINESS PARTNER RESOURCES ome D B izl

Doing Business  Bidding & Letting  Projects Resources Local Governments Encroachment Submissions Q
B ———

Search Results

‘ﬁ‘ I Connect NCDOT Search  Search Resulis

Author . Encroachment Submission ¥ a
Engineering Automation
Lisa Hurley
Alex Mora Relevance v

System Account
Scott Oser @5 Bl 33032 — Permits: Encroachment

pachments Submissions site ... to the upper-righthand side of

Pmission Dashboard

Add an Announcements list in the Eg

show more
the Encroachment Submissiog ome page and display beneath Search Encroachments ...
Result type ~
Email (46) ©] Encroachment Submissions
Excel (70)
PDF (29,078)

Web page (6.868)

sl Encroachment Submission Help

Word (595
Zip (39) To get started with Online Encreachment Submissions you'll need an NCID legin and ... Login for
show more Online Encroachment Submissions Webinar on Encroachment Submission Process ..
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Submit a New Encroachment
To submit a new encroachment, do the following:
1. Select Submit New Encroachment (green button on right or click “Submit New Encroachment”
on the left sidebar)

# Home ™ Hep ™ Team Stes

Encroachment Submissions - Encroachment Submissions
A > ComectNCDOT »
Encroachment Submissions Home
» Encroachment Submissions Dashboard
= Select a tab below to filter by current status for an To view/edit an highlight
3 fo select.
Checklists & Guidelines
MO Applicant  Approved | Denied  Wilhdrawn | All
: Show] 10 nine; Search: %Y Performance improved
- Encroachment 4 Applicant Date Submitted Route County
& a . Contact: When applying
porT 121312019 SR1426 Onslow for an encroachment, please
30 R - Brunswic
* . 0ot etk ik unswicR number for someone with whom
o e 560 DOT can discuss the details of the
District Files proposed plans.
pot 06/24/2019 SR2131 Wake « Applicants may provide their internal
lying for an
Dot 0612412019 SR2131 Wake id will be available
DOT 1211712019 SR1437 Cumbenana :5:”“0‘“%“”} on the A
ubmissions Search page.
411 1 DoT 12162019 NC62 SR3549 SR3554 Guilford
DoT 05/01/2019 SR1200 Moore
DoT 0501/2019 JS15 Moore
pot 050112019 SR1200 Moore Posted: Nov 18, 2019
Encroachment Applicant Date Submitted Route County
Showing 110 10 of 10 entries Previous | 1 e
ployee Directory
‘Staff contacts for Utiities Unit

2. Complete the input form. Fields denoted with an asterisk (*) are required.

e Project ID (Submitter defined info)

e County* (in which the encroachment is located. An encroachment must be limited to
only one county for proper routing to the correct District Engineer’s office for processing)

e Agreement* (Specify appropriate encroachment agreement form to be submitted)

e Submitter (the submitter’s credential should automatically populate based on user
access credentials)

e 2" Party* (The owner or maintainer of the facility to be installed in NCDOT right of way)

e 3™ Party (Optional based on form type. The second party becomes an intermediate
owner/maintainer and generally will be the entity responsible for the construction. The
third party is the eventual owner/maintainer of the installed facility)

e Routes* Enter all applicable NCDOT routes affected by the installation (eg- US70, US401,
NC50, SR1005, etc. Use SRO000 only for new installations located along roads which
have not yet been assigned a number by NCDOT.

e Local Road Name (eg- Main Street, Glenwood Ave., etc.)

e Location* (brief description of location to assist in finding the location of the installation
relative to other nearby highways or other common features)

e Contact Person*

e Contact Phone*

e Contact Email*
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o Notify Email (Send a notification email to the email address specified when the
application is returned, permit approved, permit denied, or permit withdrawn. Separate
multiple email addresses with a semicolon)

e Design Engineering Contact (if different from the primary contact above)

e Submitter Comments (additional info as appropriate)

Select a County from the dropdown list. The NCDOT Directory for Highway Divisions appears. Provided
are the contacts for that specific Division in the event there are any questions.

A Home ™ Hep I TeamSes @ SteMap

Encroachment Submissions - New Encroachment Submission

A& > Connect NCDOT B Encroachment Submissions B New Encioschine

Checklists & Guidelines

District Files T e
\deniify the pary enlering into agreement with NCDOT on  two party contract. the awner or maintainer of the facikly. {For a thvee party conlract, this fiekd should identify the instabler of the faciily.)

L

Enter routes without Spaces or dashes, &.0. SR1234 or US1. Enter SRO0D0 for MISSing of non-System routes.

Select the desired Agreement from the dropdown list. If an Agreement of 16.6 or 16.6A (Three-Party
Utility) is selected, an additional field labeled 3™ Party is displayed.

IMPORTANT: Work covered by an existing Blanket Encroachment (previously approved by the
Utilities Unit), can be submitted and managed through this site. It is recommended that a copy of that
blanket agreement is also submitted in the site as an easy reference for NCDOT reviewers for this
proposed work to be done. Maps or drawings showing the location and extent of work to be done
should be submitted within the Encroachment Submissions for approval by the District Engineer. A
letter of concurrence (as a form of permission) from the District Engineer must be received by the
utility before commencing the work for Blanket Encroachments involving trenching, plowed-in and
Cable TV installations under blanket encroachments (Forms 16.3, 16.3A, and 16.4). A letter from the
District Engineer is not required for utility service taps and aerial utility crossings and taps (Forms 16.5
and 16.5A)
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Connec DOT
SINESS PARTNER RESOURCES # Home ™ Hop I Team

Doing Business  Biddi ec s Municipalities

Encroachment Submissions - New Encroachment Submission

# > Connect NCOOT » Encroachment Subemssions >

Encroachment Submissions Home

¥ Submit New Encroachment

aline form to subm

Checklists & Guidelines

&

16,6 - Three-Party, Utity (Non-C/A)
Reports
Submitter 5
oot
Disrict Files o @

Identity the party entering into agreement with NCDOT on a two party contract; the owner or maintainer of the facility. (For a three party contract, this field should identity the installer of the facity

Specify the Route(s) associated with this encroachment. When searching, enter the desired route or
numeric identifier in the search bar without hyphens or spaces (e.g. 140, US64, NC8, SR2600, or 1234).
The list of available routes within the county will be displayed. Select the desired route from the list. If
multiple routes are involved, perform the search again and select from the list. To search for a specific
route or roadway using ArcGlS, select the location button.

Routes *

SR1002X  SR1003 X

sfe [ Bookmarks | < | Alamance County, NC, USA Preacher Holmes Rcl X
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Enter the Location details as to where the installation will occur. Be descriptive as possible. To display
an example of a location description hover over the question mark.

Location® 0 /

Exampie of a longitudinal installsfion location description:

Beginning spproximately 700 feet west of the intersection of Ancroft Ave and SR 1171 (Riddle Rd)

scuth side of SR 1171 (Riddle Rd) for approximately 2600 feat, crossing SR 1171 (Riddle Rd) at SR 1945 (S Alston Ave) and

continuing east along the north side of SR 1171 (Riddle Rd) for appro:amately 1150 feet, crossing SR 11732 (Ellis Rd) and

Contact Person continuing north along the east side of SR 1173 (Ellis Rd) for spproximately 000 feet, and ferminating at the intersection of SR

Contact Person *

= - 1173 {Bli=s Rd d SR 1840 [Glover Rd).
Brian W. Oliph s ‘ L

The Contact section will prefill based on your NCID login credentials. The Contact Email and Contact
Phone can be edited if desired. In the event another individual(s) would like to receive an email
notification when the encroachment is approved, denied, or withdrawn, enter the email address(es) in
the Notify Email field. Separate each email address with a semicolon.

IMPORTANT: Please verify that the email address(es) you are providing is accurate.

Contact Perzon
Contact Person *
Brian W. Oliphant

Contact Phone
Contact Phone *
G19-707-2394

Mulfiple emails may be specified. Separate email addresses with semicolons
Contact Email *
bwoliphant@ncdot.gov

Mulfiple emails may be specified. Separate email addresses with semicolons
Motify Email
notifyme@myemail.com

Select the signature authorization check box indicating you are authorized to submit an encroachment
on behalf of the 2" Party to NCDOT.

10
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|:| By checking this box you are certifying that you are authorized by the 2nd party on
the aftached encroachment agreement to submit encroachment requests on that
party's behalf. You are also certifying that the individual who signed the attached
encroachment agreement is authorized by the 2nd party on that agreement to sign
encroachment requests on that party's behalf.

3. Select Attach Documents to continue. A panel will display that will allow you to attach all
supporting documentation (e.g. Cover Letter, Signed Agreement (see instructions for properly
submitted agreement form), Plans, engineering calculations, reports, etc.). Use the Upload
option or drag-and-drop each file using Windows Explorer into the upload panel (red box).
When all documentation has been attached, select Finish to continue.

11
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E132-011-15-00014

E132-011-19-00014

[ l. Mext Action District
i Permits Location West side of SR-3121 (Pinners Cove Rd)
B approximately 80 feet north on the
. intersection of SR-3121 and SR-3116
(Mills Gap Rd)
2nd Party SQF
Agreement 16.1 - Two-Party, Utility, Primary and

Secondary Highways (Non-C/A)

Design Engineering Contact Efic Anderson

eanderson@tilsontech.com 610.657.6532

DOT Reviewers

New DOT Comments

View All Properties
Edit Properties

Please attach all supporting documentation (e.g. Signed Agreement, Plans) using Upload, or drag-and-drop each file from your deskiop. When
finished, select FINISH to return.

FINISH

@ MNew T Upload s Sync viore v Nam'lr_lg ESnuCk;cr:’?]cSEiEr?nt
- Convention
Help
v [ Name Modified By Modified

Drag files here to upload

The following message is displayed indicating that the encroachment has been successfully submitted to
the NCDOT District Office. Select Close to return to the Encroachment Submissions Home page.

Thank you

Encroachment successfully submitted! You should receive a confirmation Email with a link to your submission.

CLOSE

12
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In addition, an email confirmation will be sent from NCDOT indicating that the encroachment has been
successfully submitted for review to the NCDOT District Office. This email contains a link to the
encroachment submission for future reference and/or correspondence with the NCDOT District Office.

Hello Brian W. Cliphant,

Your encroachment application has been received by the NCDOT. It will be reviewed in a timely manner. Please refer to E062-026-19-00001 on future correspondence. If additional information is required, you will receive a
separate notification.

If you have any questions or need further assistance, please contact the Division 06 — District 2 office at $10-364-0601.

Thank you

Encroachment Submission Dashboard

Once an encroachment is submitted to NCDOT, the Applicant can determine the current status of an
encroachment or view previously approved, denied, or withdrawn encroachments by selecting the
respective tab on the Encroachment Submissions Dashboard. To view the details or documents
associated with the Encroachment Submission, select the desired encroachment. Select the All tab to
view a list of all encroachment submissions.

BROWSE PAGE PUBLISH

Connect NCDOT,

BUSINESS PARTNER RESOL-<ES

Doing Business  Bidding & Letting Projects Resources Municipalities

Encroachment Submissions + Encroachment Submissions

ﬁ » Connect NCDOT # Encroachment Submissions

Encroachment Submissions Home

= Submit New Encroachment Encroachment Submissions Dashb,

- Before 1/1/.

=+ All Submissio

Select a tab below to filter by current stat an Encroachment Submission. To view/edit an Encroachment Submission, highlight to s

= Manage Encroachments - After 1/1/2020

= Help for Encroachment Submissicns

Checklists & Guidelines NCDOT Review Applicant Approved Denied Withdrawn All

e T =
= Submittal Checklist Show 10 ¥ entries Search:

=+ Pre-Submittal Meeting Guidelines

formance and Indemnity Bonds Encroachment 4 Applicant Date Submitted Route County

= Encroachment Forms

E031-067-19-00001 DOT 1211342019 SR1426 Onslow

=* Utilities Information and Resources

E033-010-19-00002 DoT 121162019 SR1144 Brunswick

=+ Encroachment Aging E051-092-19-00002 DOT 04/18/2019 SR1200 Wake
E051-092-19-00003 DoT 06/24/2019 SR2131 Wake
E051-092-19-00004 DOT 06/24/2019 SR2131 Wake
E062-026-19-00001 DoT 1201742019 SR1437 Cumberlan|
E072-041-19-00001 DOT 121162019 NC62,SR3549 5R3554 Guilford

Coon o CoT " o =1 v

13
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Return to Applicant

Periodically, you as the Applicant may be asked to submit additional documentation (e.g. Signed
agreement, Environmental Study, revised plans, etc.) to NCDOT because the initial submission is
considered incomplete. To upload additional documentation, do the following:

1. Locate and select the encroachment on the Encroachment Submissions Dashboard Applicant
tab.

Encroachment Submissions Dashboard

Select a tab below to filter by current status for an Encroachment Submission. To view/edit an Encroachment Submission, highlight to select.

NCDOT Review |[Noois= @ Approved | Denied | Withdrawn | Al

Show 10 ~ entries Search:
Encroachment 4 Applicant Date Submitted Route County
e —
@—GQZ-‘B-CGDBQ DoT 11/20/2019 SR3014 Wake
Encroachment Applicant Date Submitted Route County

Previous ‘ 1 ‘ MNext

Showing 1 to 1 of 1 entries

Note the current status of the encroachment submission and any correspondence from NCDOT in the
New DOT Comments field. If NCDOT has attached a document(s) for your review, it will be located

under the Document(s) View section. To download the document, select the ellipsis (...) to the right of

the document, select the ellipsis (...) again, and select Download.

14
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Connect NCDOT
BUSINESS PARTNER RESOURCES # Home ™= Help |M™ Tea

Search this site

Doing Business Municipalities

Bidding & Letting  Projects  Resources

Encroachment Submissions - Encroachments - E051-092-19-00036 Current
ﬂ » Connect NCDOT » Encroachment Submissions
/ Status
Encroachment Submissions Home E051-092-19-00036

L permits Location Southwest of the Davis Drive intersection

andparty WithersRavenel DOT
- 16.18 - Two-Party, Related to Road Construction
Agreement §
P— , Comments
Dave Bartone, PE dbartone@withersravenel.com 919-469-3340

Design Engineering Contact
+ Submittal

DOT Reviewers

@ Brian W. Oliphant ( 11/20/2019 8:21:39 AM ). Please submit a drivewaﬂpplicahon Thanks

View All Properties

o Foperies Document(s)
 Encroscment Aging View
RS
D new 4 upload 2 snc v
Find a file )
v [ Name Modified By Modified
-'El Alta Morrisville Plan Binder . Brian W. Oliphant 11/20/2019 8:15 AM

Drag files here to upload

2. Launch Windows Explorer and drag-and-drop each file into the Document(s) View (red box)
area. Within a few seconds each file is uploaded to the Encroachment Submission.

3. To notify NCDOT that the requested document(s) has been uploaded to the Encroachment
Submission and is subject to further review, select Send Back to DOT (blue button).

4. Enter a comment (optional) associated with the document(s) recently uploaded.

Are you sure you want to update the encroachment?

Put your comments below

The requested information has been attached. Thanks|

CAMCEL SEND

5. Select Send to continue or Cancel to return.

15
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Edit - Encroachment Submission - Applicant

Information on the Encroachment Submission can be updated after the initial submission (e.g.
Agreement, 2" Party, Routes, Contact Phone, Contact Email, Notify Email). However, your role as the
Applicant limits you to which tabs and fields can be updated. To update an encroachment submission,

do the following:

1. Locate and select the encroachment on the Encroachment Submissions Dashboard Applicant
tab.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting  Projects Resources Municipalities

Encroachment Submissions + Encroachment Submissions
A » Connect NCDOT » Encroachment Submissions

Encroachment Submissions Home
=+ Submit New Encroachment Encroachment Submissions Dashboard
=+ All Sub fore 1/1/2020
+ Mana . e am Select a tab below to filter by current status for an Encroachment Submission. To view/edit an Encroachment Submission, highlight to select.

Manage Encroachments - After 1/1/2020
=+ Help for Encroachment Submissions
S NCDOT Review |[ENIGENEN  Approved | Denied | Withdrawn | Al

» E

* Submittal Checkdist Show| 10 ¥ entries Search:
=+ Pre-Submittal Meeting

re-Submittal Meeting P
=+ Performance and Indemnity Bonds Encroachment 4 Applicant Date Submitted Route County
=+ Encroachment Forms
e Gosmazmgfcoose) DoT 11/20/2019 SR3014 Wake

Utilities Information and Resources
Reports Encroachment Applicant Date Submitted Route County
=+ Encroachment Aging Showing 110 1 of 1 entries Previous Next

2. Select Edit Properties on the Encroachment Submissions welcome page.

16
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Connect NCDOT
BUSINESS PARTNER RESOURCES

Doing Business ~ Bidding & Letting  Projects Resources  Municipalities

Encroachment Submissions * Encroachments » E051-092-19-00036

& » ConnectNCDOT » Encroachment Submissions

Next Action Applicant

=+ Submit New Encroachment

Southwest of the Davis Drive intersection
=+ All Subir

Permits Location

= Manage Encroachments - After 1/1/2020 Ind Barty WithersRavenel

=+ Hel croachment ssions
Help for Encroachment Submission 16.1B - Two-Parly, Related to Road Construction

Agreement
Checklists & Guidelines B
Dave Bartone, PE dbartone@withersravenel.com 919-469-3340

Design Engineering Contact
= Submittal Checklist

| DOT Reviewers

+ Pre-Submittal Meeting Guidk

armance and Indemni

Brian W. Qliphant { 11/20/2019 8:21.39 AM ). Please submit a driveway application. Thanks ;

reachment Fon

= Utilities Information and es

New DOT Comme
Edit Properties
Reports
=+ Encraachment Aging

G—) New A upload & syne v
Find a file yel
v [0 Name Modified By Modified
Bl Ata Morrisville Flan Binder Brian W. Oliphant 1112072019 8:15 AM

3. The Edit Encroachment page is displayed containing multiple tabs (e.g. Detail, Files, Contacts,
Comments, Decision) that are available for view/update. The Detail tab is displayed by default.

onnect NCLDU Sites
BUSINESS PARTNER RESOURCES A Home ™ Help ™ Team Sites

Doing Business  Bidding & Letting  Projects ~ Resources ~Municipalities search this site

Encroachment Submissions  Edit Encroachment

A > Connect NCDOT » » Edit

Encroachment Submissions Home
ent

= Submit N

Select the desired tab(s) to update and/or Next Action. When finished, select Save to continue.

> AllSub

= Manage Encroachments - After 1/1/2020 Encroachment ID 12-19-0003 Submit Date

+ Help for Encroachment Submissions

Checklists 8 Guidelines .
Next Action pplicant hd
+

Submittal Checklist

= Pre-submittal Mestin

BOND

- ance and |

= Encroachment Forms Agreement
+ Utiliies Information and es
16.1B - Two-Party, Related to Road Construction ¥
Reports
+ Encroachm ‘Search Applieant, Please read insiructio

. - 2nd Party*
District Files WithersRavenel

Identify the party entering into agreement with NCDOT on a two parly contract; the owner or maintainer of the facility. (For a three party contract, this field should identify the installer of
the facility.)

Permits Location* Southwest of the Davis Drive intersection
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4.

When viewing/updating the encroachment submission, think about the task at hand. If multiple
tabs need to be updated, you only need to save once. The table below lists the five (5) tabs

available for view/update by the Applicant.

Tab Task
Detail View/Update specific details about the Encroachment Submission (e.g. Project
ID, Agreement, 2" Party, Permits Location, Routes)
Files View/Upload supporting documentation associated with the Encroachment
Submission
Contacts View/Update contact information (e.g. Contact Phone, Contact Email, Notify

Email, Design Engineering Contact, DOT Reviewers)

Comments | View Submitter and NCDOT comment history

Decision View the current decision for the Encroachment Submission.

Note: The Decision for an encroachment submission will be Proposed until
approved, denied, or withdrawn by NCDOT.

When finished updating the desired tab(s), select Save to continue or Cancel to return.

Edit - Encroachment Submission — NCDOT Employee

Information on the encroachment submission can be updated after the initial submission and during the
Encroachment Submission review process (e.g. Agreement, 2" Party, Routes). Your role as a NCDOT
Employee allows you to update all tabs and assign the encroachment submission to another business

unit (e.g. Central Utilities, Applicant). To update an encroachment submission, do the following:

1.

Locate and select Manage Encroachments — After 1/5/2020 from the Encroachment
Submissions Home page. For encroachments submitted prior to January 5, 2020, select All
submissions — Before 1/5/2020. Use the guide below to determine when the encroachment
was submitted to NCDOT.

The Encroachment ID, for example E001-001-19-00001, contains 4 key elements:
e Division/District Identifier
e County
e Year
e Sequentially Assigned Number

Locate the Year portion in the Encroachment ID. In the example shown, this encroachment was
Submitted in 2019.
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Connect NCDOT

BUSINESS PARTNER RESOURCES

3

Doing Business  Bidding & Letting Projects Resources Municipalities

Encroachment Submissions + Encroachment Submissions

ﬂ » Connect NCDOT » Encroachment Submissions

Encroachment Submissions Home

Submit New Encroachment ncroachment Submissions Dashboard

=+ All Submissions - Before 1/1/2020

+ Mana _ e e Select a tab below to filter by current status for an Encroachment Submission. To view/edit an Encroach
Manage Encroachments - After 1/1/2020

=+ Help for Encroachment Submissions

Checklists & Guidelines NCDOT Review Applicant Approved Denied Withdrawn All

=+ Submittal Checklist Show 10 ¥ entries

=+ Pre-Submittal Meeting Guidelines
mance and Indemnity Bonds ate

D
Encroachment # Appllcant ~ Route
=+ Encroachment Forms Submitted

=+ Utilities Information and Resources
E011-037-19-

DoT 10/15/2019 NC37
Reports 00006

=+ Encroachment Aging E012-008-19-

P DoT 10/01/2018 us13

2. Use the search bar to locate a specific encroachment, or use the filters (e.g. County, Division,
District, Next Action) to determine which encroachment submissions are assigned to your
specific Division/District or business unit. A Relevance filter (e.g. Created Date, County,
Submitter) can also be used to list encroachment submissions in ascending/descending
sequence. Inthe example shown, a search by County, Division, District, and Next Action was
used.

Encroachment Submissions © Manage Encroachments

Search Filter Relevance
Bar Search Search

roschments awaiting yoff action. set Next Action to your speciic business unit (e.g. District, Cantr

Checklists & Guidelines

Reports

Alleghany

Alleghany

ey oSt
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3. Select the Edit Me icon to the left of the Encroachment ID (e.g. E001-001-19-12345).

4. The Edit Encroachment page is displayed containing multiple tabs (e.g. Detail, Files, Contacts,
Bond, Comments, and Decision) that are available for view/update. The Detail tab is displayed
by default.

Connect NCDOT

BUSINESS PARTNER RESOURCES A Home ™ Help ™ Team$S

Search this site

Doing Business  Bidding & Letting  Projects Resources  Municipalities

Encroachment Submissions + Edit Encroachment

A » Connect NCDOT » > Edit

Encroachment Submissions Home

Select the desired tab(s) to update and/or Next Action. When finished, select Save to continue.

2020 Encroachment ID E051-092-19- Submit Date

+ Help f nt Submissicns
+* S st

CONTACTS COMMENTS DECISION

+ 1

+E Agreement Agreement
+

16.1B - Two-Party, Related to Road Construction ~

rmatic res
+ Encraachment Aging Search Applicant, Please read instructions belo

2nd Party*®

When viewing/updating the encroachment submission, think about the task at hand. If multiple
tabs need to be updated, you only need to save once. The table below lists the six (6) tabs
available for the NCDOT Employee.

Tab Task
Detail View/Update specific details about the Encroachment Submission (e.g. Project
ID, Agreement, 2" Party, Permits Location, Routes, Utility Type, TIP Limits,
Central Review)

Files View/Upload supporting documentation associated with the Encroachment
Submission

Contacts View/Update contact information (e.g. Contact Phone, Contact Email, Notify
Email, Design Engineering Contact, DOT Reviewers)

Bond View/Update bond information (e.g. Bond Required, Bond Posted, Bond
Amount)

Comments | View Submitter and NCDOT comment history and add DOT comments related
to the Encroachment Submission.

Decision View/Update the current decision for the Encroachment Submission.

Note: The Decision for an encroachment submission will be Proposed until
approved, denied, or withdrawn.

IMPORTANT: When changing the Decision from Proposed to Permit
Approved, Permit Denied, or Permit Withdrawn, you will be required to
specify a date. Do not specify a date unless you are certain the permit has
been approved, denied, or withdrawn.
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5. When finished updating the desired tab(s), select Save to continue or Cancel to return.

Edit - Routes
When an incorrect route has been specified or additional routes need to be added to an Encroachment
Submission, do the following:

1. Select Edit Routes on the Detail tab.

Encroachment Submissions - Edit Encroachment

A » ConnectNGDOT » Ei it 1s & Edit Encroachment

Encroachment Submissions Home

=+ Submit New

sachment Select the desired tab(s) to update and/or Next Action. When finished, select Save to continue.
hments - After 1/1/2020 Encroachment ID E051-002-19-00036 Submit Date 20/2019
* Help for Encroachment Submissions

Checklists & Guidelines .
Next Action Applicant -

=+ Submittal Checklist

=+ Pre-Submittal Meeting Gui CONTACTS BOND

=+ Performance and Indemnit

=+ Encroachment Forms Agreement

Agresment

=+ Utilities Information and Resources
16.1B - Two-Party, Related to Road Construction v
Reports

+ Encreachment Aging Search Applicant, Please read insiructions below

2nd Party®

Identify the party entering into agreement with NCDOT on a two party contract; the owner or maintainer of the facility. (For

the facility.)
Permits Location* Southwest of the Davis Drive intersection
4
Local Road Name Morrisville Carpenter Rd
%
Route:

Routes

Edit Routes

21



NCDOT Encroachment Submissions User Guide

2. Select the Browse icon.

ENCROACHMENTS - E051-092-15-00036

EDIT
HB B X
D Egy Cony
Save  Cancel Paste Delete
ltem
Commit Clipboard Actions
Routes srs014:

Created at 11/20/2019 8:14 AM by

Brian W. Oliphant
Last modified at 11/20/2019 8:21 J}f by

Rrian W Olinhant -

3. The list of available Routes is displayed, based on the county that is associated with the
encroachment submission. Use the up/down arrows and scroll bar to locate the desired route.
Highlight and select the route from the list, then Select. The selected route will prefill in the
space provided.

SELECT : ROUTES X

&

4 3 ECM-Routes -
+
4 (] WAKE
bl
3 NC
4 SR
+
SRID14
SR3015
SR3016
SR3017
(] 5R3013
] SR3024 %
SR3025
SR3026
SR3027 -

Select »> SR3014; 5R3018;

OK Cancel

4. Select OK to continue or Cancel to return.
5. Select Save to continue or Cancel to return.

IMPORTANT: Updated Route information will not be displayed until the encroachment
submission has been saved.
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Edit - View/Upload Documentation for an Encroachment Submission

To view and/or upload additional documentation for an encroachment submission during edit mode, do
the following:

1. Select the Files tab.
2. To view a specific document, simply select the document from the list. To upload additional
documentation for an encroachment submission, use one of the following methods:
Method 1
e Launch Windows Explorer
e Drag-and-drop the desired file into the rectangular box shown on the Files tab
Method 2
e Select Click to Upload
e Windows Explorer will launch and display a list of folders/files. Select the desired file
from the list.
e Select Open to continue or Cancel to return.
3. Repeat Step 2 until all documentation has been uploaded. Select Save to continue or Cancel to
return.
Next Action
The Next Action field is vital to the Encroachment Submission review process, serving four (4) main
functions:
1. Next Action indicates who is currently responsible for reviewing the Encroachment Submission.
2. Next Action is used to assign the Encroachment Submission to another business unit or
Applicant.
3. Next Action is used to track duration and provide statistics on Encroachment Submissions.
4. Next Action is used to tailor personalized views and email alerts.

Action Definition

Applicant Applicable when the Encroachment Submission is considered incomplete. The
Applicant is responsible for making the requested revisions or submitting
additional information.

District When an Encroachment Submission is initially submitted, the Next Action field
is automatically set to District. This allows District Offices to distinguish
between newly submit encroachments and those currently being reviewed.

District Used when the Encroachment Submission is being reviewed by the District
Review Office. This optional “Next Action” allows District Offices to distinguish
between newly submitted (unprocessed) encroachments and those currently
in process at the District office prior to the formal engineering review. Some
District offices may not use this “Next Action” based on staffing and duties

assigned to personnel.

23



NCDOT Encroachment Submissions User Guide

District Used when the Encroachment Submission approval documents have been

Signature drafted and are awaiting signature at the District Office level.

Division Used when the Encroachment Submission is being reviewed by an individual at

Approver the Division level.

Division Used when the Encroachment Submission is being reviewed by Division

Utilities Utilities. This unit is separate from Central Utilities.

Central Used when the Encroachment Submission is being reviewed by one of three

Utilities specific Central Office Units: Utilities Encroachment Section, Lighting and
Electrical, or Special Studies.

Central Used when the Encroachment Submission approval documents have been

Utilities drafted and are awaiting signature at the Central Utilities level.

Signature

Special Applies to non-utility encroachments directed to the Special Studies Unit for

Studies review. This Unit will coordinate with other DOT Units (e.g. Geotechnical
Engineering, Hydraulics, Traffic Management, Utilities Unit) as appropriate.

None When an Encroachment Submission Decision is set to Permit Approved, Permit
Denied, or Permit Withdrawn.

IMPORTANT:

- The Next Action must be manually changed by NCDOT Employees. If NCDOT Employees are
not diligent with updating the Next Action field, duration tracking statistics and email alerts
will be inaccurate and/or not functional.

- There are three (3) exceptions where the Next Action field is updated automatically:

o When the Applicant initially submits the Encroachment Submission, the Next Action
field is set to District. This enables the District Office to distinguish between new
encroachments submissions and those currently under review.

o When the Applicant returns revised documentation and/or comments to NCDOT, the
Next Action is automatically set to District Review. This occurs when the Applicant
selects the Send Back to DOT button.

o When the Encroachment Submission is approved, denied, or withdrawn, the Next
Action field is set to None.

- Applicants cannot change the Next Action field. Only NCDOT Employees can update the Next

Action field.

To update the Next Action field, do the following:

1. Select Manage Encroachments — After 1/5/2020 from the Encroachment Submissions Home

page.

2. Filter for and select the desired encroachment to edit from the filtered view.
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Connect NC
BUSINESS PARTNER RESOURCES

# Home ™ Hep [ TeamSies © §

Doing Business  Bidding & Letting  Projects  Resources  Municipalities

Encroachment Submissions + Manage Encroachments

& > ConnectNCDOT b Encroachment Submissions » Manage Encroachments

Encroachment Submi Home

Use the search bar and/or filters below to locate a specific encroachment. To view a list of encroachments awaiting your action. set Next Action to your specific business unit (e.g. District, Central Utilities). A Next Action set to None
indicates that the encroachment submission has been approved, denied, or withdrawn.

+ Submit N

hment

+ Al Submi

Tonsge - After 1/1/2020
B L Created Date(fsc) ¥
Checklists & Guidelines

+ Submittal C|

el

County Project D | Submitter 2nd Party Routes Decision

B

N .
+ Pre-Submittal Meeting ame . . . . . Propose
. Reset
hd s
- . . Ed E111-086-19-00020 surry DoT Town of Pilct Mountain ~ US52:SR1856 11 1 soz0ty 162 MM proposea

NC150,5R2329;
Eepous SR1001;SR232
1.SR2492.8
= Encroschma MClmetro Access _g SR
8 Deo72-041-19-00004 Guiord  GNB_JES_008 poT Transmission Sea 5,SR2331,SR 07 2 gwa:w‘ 8028/2019 161 SD‘S‘T“ Proposed
District Files el 4382-SR1325:S iphan ignature
R4327:SRA300,
SRA055:SRA0
1
B2 E141-045-19-00004 Henderson 4 AIBg ERC Broadband SR1547 14 1 g:;:;’r‘f‘ 8292019 16.1 District Proposed
o8sTi1 - MO
0 Phase 4 poT Conlens) U'L"f'cﬁroa‘mz’"d NC16 10 3 ?)I\:a:a\,r‘{l 82912019 161 District Proposed
(5CT0531A) P
B E102-060-19-00005 Mecklenburg poT Lambert's Cable Splicing.  \oyg5R1438 10 2 Grian W. 8292019 | 164 District Proposed
Lic Oliphant
E . Driveway Pipe Brian W,
B# £123-055-19-00003 Lincoin Drveway oot Justin Harkey SR1360 12 3 i B292019 169A  Distrt Proposed
18219 -
_ Apprentice [
B# £108-090-19-00009 Union Academy oot SH Monroe, LLC NCs4 10 3 Sranw. se02019 166 Distict Proposed
Wastewater P
Egensior

3. The Next Action field can be updated on one of six (6) tabs available for NCDOT Employees. Itis
located on the header portion of the Encroachment Submission as shown below. Locate the
Next Action field and select the desired business unit responsible for reviewing the
Encroachment Submission. Select Applicant if the encroachment submission is considered
incomplete and is being returned.

Edit Encroachment

Edit Encroachment

Select the desired tab(s) to update and/or Next Action. When finished, select Save to continue.

Encroachment ID E102- -00005 Submit Date 29/2

Next Action District -

Agreement
16.1 - Two-Party, Utility, Primary and Secondary Highways (Non-C/A)
ppicant, P st o
2nd Party* S
Lamberts Cable Splicing, LLC
Identify the party entering into agreement with NCDOT on a two party contract; the owner or maintainer of the facility. (For a three party contract, this field should identify the installer of
the faility.)
Permits Location* Beginning at a hand hole on the southwest side of W. Arrowood Road (SR-1138)

approximately 100’ southwest of Bramblewood Drive, then northwest along the
southwest side of W. Arowood 1,675 to the east side of S. Tryon (NC-49), then
southwest along the southeast side of S. Tryon 81" to a hand hole, then northwest
119’ crossing S. Tryon, then south along the west side of 1,871 to a hand hole on

4. Select Save to continue or Cancel to return.
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Decision

The Decision field is used to indicate the current status of an Encroachment Submission. Below are the
four (4) possible decisions for an Encroachment:

Decision Definition

Proposed When an Encroachment Submission is initially submitted, the Next Action field
is automatically set to Proposed. The encroachment remains in a Proposed
state until approved, denied, or withdrawn.

Permit Applicable when the Encroachment Submission review has been finalized and

Approved approved by the District Office or Central Utilities.

Permit Applicable when the Encroachment Submission review has been denied by the

Denied District Office or Central Utilities.

Permit Applicable when the Encroachment Submission is withdrawn from further

Withdrawn | consideration by the Applicant before final approval/denial.

IMPORTANT: When a final decision has been made, an Approval/Denial/Withdrawn Date will be
required. If a date is selected, this will prevent future updates to the Next Action and Decision fields.
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Sample Emails Sent to the Applicant
Below are examples of emails the Applicant will receive at various stages of the Encroachment
Submission review process:

Proposed — Initial Encroachment Submission

Hello Brian W. Oliphant,

Your encroachment application has been received by the NCDOT. It will be reviewed in a timely
manner. Please refer to E062-026-19-00001 on future correspondence. If additional information is
required, you will receive a separate notification.

If you have any questions or need further assistance, please contact the Division 06 — District 2 office
at 910-364-0601.

Thank you

Applicant - Encroachment Submission is returned to the Applicant

Hello Brian W. Oliphant,

Encroachment IS E103-090-19-00008 has been reviewed by the NCDOT and is considered incomplete.
Please review the DOT comments section for further details.

If you have any questions or need further assistance, please contact the Division 10 — District 3 office
at 704-218-5125.

Thank you

Special Studies — Encroachment Submission is assigned to the Special Studies Unit

Hello,

Encroachment ID E011-027-20-00003 has been assigned to the Special Studies Unit for review. Please
coordinate with the internal NCDOT Units for respective comments before returning to the District
Office or Central Unit.

If you have any questions or need further assistance, please contact the Division 01 — District 1 office
at 252-331-4737.

Thank you
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Permit Approved - Final approval by NCDOT

Hello Brian W. Oliphant,

The plans and accompanying documents associated with Encroachment Request E072-041-19-00006
are acceptable. Executed encroachment agreements, permitting letters, final plans and associated
documents are accessible through the NCDOT Online Encroachment Application. This agreement and
permitting documentation must be kept on site at all times and contains important provisions that will
govern work. No work should be performed within NCDOT right of way without these documents on
site. The District Office has the right to stop work if provisions are violated.

If you have any questions or need further assistance, please contact the Division 07 — District 2 office
at 336-487-0100.

Thank you

Permit Denied - Encroachment Submission is being denied

Hello Brian W. Oliphant,

Encroachment Request E113-097-19-00003 has been denied. All associated documentation is
available through the NCDOT Online Encroachment Application.

If you have any questions or need further assistance, please contact the Division 11 — District 3 office
at 336-679-2242.

Thank you

Permit Withdrawn — The encroachment submission should no longer be considered

Hello Brian W. Oliphant,

Encroachment Request E051-092-19-00028 has been withdrawn and will no longer be reviewed by
NCDOT. All associated documentation is available through the NCDOT Online Encroachment Application

If you have any questions or need further assistance, please contact the Division 05 — District 1 office
at 919-733-3213.

Thank you
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Email Alert Notifications

An alert sends an email notification when changes are made to a page, library, document set, or file.

Setting an Alert on the Encroachment Submission Dashboard - Applicant
As an applicant, you can receive an email notification when changes are made to an individual

encroachment. To set an alert do the following:

1. Locate the desired encroachment on the Encroachment Submissions Dashboard.

2. Select View All Properties.
3. Select Alert Me in the upper-left hand corner of the display.

BROWSE WIEW
= -

T

2 82 shared with @ Workflows

Edit Open ]

wem ){ Delete ltem & Worldflow history
Manage Actions

Connect NCDOT

BUSINESS PARTNER RESOURCES

Bidding & Letting Projects Resources

Doing Business

Municipalities

Encroachment Submissions - Encroachments

A > Conrect HCDOT & E

Name E012-066-19-00005
Description
2nd Party Engineering Services

Approval-Denial-Withdrawn Date

Authorized Yes
Bond Posted [
DOT Reviewers

Design Engineering Contact @ th et 918.662-7272
MapNotes
Reports
. Permits County Worthampion
Parmits District 2
District Files
Permits Division o1

Permits Location

anford Road and Lee Street); and
e Intersections (with Cooke
Street, Stanford Street, and

Bolton Street|

Submitter Comments
3rd Party

TIP Limits

UtilityType Mot Defined
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4. By default, your email address will be listed in the Send Alerts To field. If other individuals
would like to be notified of changes, enter the emails address separating each with a semicolon
(;)-

5. Select the desired Delivery Method (e.g. Email, Text Message).

6. Select the desired Change Type (e.g. All changes, New items, Existing items, Deleted items).

7. Select the desired Send Alerts for These Changes (e.g. Anything changes, Someone else changes
a document).

8. Select the desired frequency for When to Send Alerts (e.g. Immediately, Daily, Weekly). If a
frequency of daily or weekly is selected, specify the desired time when you would like for the
notification to be sent.

Alert Title

[Encroachments: £¢11-037-19-00006

Enter the title for this alert. This is included in the subject of the
notification sent for this alert.

Send Alerts To
Users:

You can enter user names or e-mail addresses. Separate them with

Brian W. Oliphant x
semicolons,

Delivery Method Send me alerts by

Specify how you want the alerts delivered. ® E_mail bwoliphant@ncdot gov
Text Message (SMS)

Send URL in text message (SMS)

Change Type Only send me alerts when:

Specify the type of changes that you want to be alerted to ® All changes
New items are added
Existing items are modified

Items are deleted

Send Alerts for These Changes

Send me an alert when:
® Anything changes
Someone else changes a document
Someone else changes a document created by me
Someone else changes a document last modified by me

*® Send notification immediately
Send a daily summary

Send a weekly summary

Time:

e ———————
9. Select OK to create the alert or Cancel to return. If you elected to create the alert, an email

notification will be received indicating that an alert has been created for the encroachment
submission.
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Setting an Alert for an Encroachment Submission — NCDOT Employee
NCDOT Employees can set an alert to receive email notifications when changes are made to an
individual encroachment (e.g. Additional documentation uploaded). To set an alert, do the following:

1. Select Manage Encroachments — After 1/5/2020 from the Encroachment Submissions Home

page.
2. Locate the Alert Me (bell) icon to the right of the Encroachment ID. Click to select.

Connect NCDOT ® Home ™ Help ™ Team Stes

BUSINESS PARTNER RESOURCES

Doing Business ~ Bidding & Letting  Projects  Resources ~ Municipalities

Encroachment Submissions * Manage Encroachments

A& > Connect NCDOT ¥ Encroachment Submissions ¥ Manage Encroachments N

Encroachment Submissions Home

e 1/1/21

¥ Wenage Encroachments - After 1/1/2020
2 Search... g

Use the search bar and/or filters below to locate a specific encroachment. To view a list of encroachments awaiting your action, set Next Action to your specific business unit (e.g. District, Central Utilities). A Next Action set to None
indicates that the encroachment submission has been approved, denied, or withdrawn.

+ Help for Encroachment Submissions Created Date(Asc)

Checklists & Guidelines
County Project ID Submitter 2nd Party Routes Division | District  Author Created AG#  NextAction Decision

cklist

o v v v v - - v v - v - B
B 1220021900021 Alexander DoT Balsam \"VLSLSC‘ FiberNet  gpqiassri120 12 2 S:&ZE‘;%E 81212019 16.1C None Ag);r:“v‘én
E2 E122-002-19-00022 Alexander B”agz =t DOT Verizon SR1002 12 2 g’l‘lgga\'x’( 8132019 16.1A None Assg“\r‘; "
E2  E£092-030-19-00002 Davie B"a"‘iﬁpmﬁd DoT bavie 83:\1(7:5 PUBlic  s11a5,5R1160 09 2 g’l‘lgga\":( 814/2019  16.1A None Wiﬁ«:ﬁa‘\tﬂn
4 E£122-002-13-00024 Alexander DOT City of Kings Mountain SR1005 12 2 S:&:Eﬂf;y? 815/2019  16.1A None Assmén
B2 E£132-011-19-00007 Buncombe DoT Charter Communications ~ SR1102 13 2 S:&ZE‘;%E 8202019 16.1A None Ag);r:“v‘én
[ E£051-092-13-00020 Wake T e DOT Nova Triad Partners, LLC __ SR1100 05 1 i 8/21/2019 161 None P

@ site Map

3. By default, your email address will be listed in the Send Alerts To field. If other individuals
would like to be notified of changes, enter the emails address separating each with a semicolon
().

4. Select the desired Delivery Method (e.g. Email, Text Message).

5. Select the desired Change Type (e.g. All changes, New items, Existing items, Deleted items).

6. Select the desired Send Alerts for These Changes (e.g. Anything changes, Someone else changes
a document).

7. Select the desired frequency for When to Send Alerts (e.g. Immediately, Daily, Weekly). If a
frequency of daily or weekly is selected, specify the desired time when you would like for the
notification to be sent.
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Alert Title

Enter the title for this alert. This is included in the subject of the
notification sent for this alert.

Send Alerts To

You can enter user names or e-mail addresses, Separate them with

semicolons.
Delivery Method

Specify how you want the alerts delivered,

Change Type

Specify the type of changes that you want to be alerted to.

Send Alerts for These Changes

Specify whether to filter alerts based on spedific criteria. You may also

restrict your alerts to only indude items that show in a parti

When to Send Alerts

want to be alerted. (mebile alert is only
and)

Specify how frequently

available for immediatel

| Encroachments: E011-037-19-00006

Users:

Brian W. Oliphant x

Send me alerts by
® E-mail bwoliphant@ncdot.gov
Text Message (SMS)
Send URL in text message (SMS)

Only send me alerts when:
® All changes
New items are added
Existing items are modified
Items are deleted

Send me an alert when:
® Anything changes
Someone else changes a document
Someone else changes a document created by me
Someone else changes a document last modified by me

® Send notification immediately
Send a daily summary
Send a weekly summary

Time:

8. Select OK to create the alert or Cancel to return. If you elected to create the alert, an email
notification will be received indicating that an alert has been created for the encroachment

submission.

Removing an Alert on an Encroachment
If you no longer want to receive email or text notifications when an encroachment submission changes,

do the following:

1. Access the Encroachment Submissions Home page
2. Select Page in the top-left corner.
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3. Locate Alert Me on the ribbon and select Manage My Alerts

BROWSE PUBLISH
f_" \j N =l [F] Page History q o] |—_'Q @] Make Homepage [ A CL)\ ¢
7 LE = &% Page Permissions e B Incoming Links & & S -
Edit MNew  Check Out Edit P.anLE -mafja: Alert pularity ~Preview Page Library  Library  Wiew All Tags &
- - Properties « URLs x Delete Page Linl Me . rends Layout ﬂ Draft Check Settings Permissions  Pages Motes

Edit

Connect NCDOT

BUSINESS PARTNER RESOURCES Manzge My Ale

Page Library Tags and Note:

Manage et an alert an this page Page Actions

Doing Business  Bidding & Letting Projects Resources Municipalities

Encroachment Submissions - ManageEncr

A » ConnectNCDOT W Encroachment Submissions » ManageEncr

# Home ™ Help

Municipalities

Encroachment Submissions - Encroachment Submissions

PR— b
- ew E t Encroachment Submissions Dashboard
Select a tab beiow to filter by current status for an To view/edit an i highlight to seiect. _
[eslel WA Appicant | Approved | Denied | Withdrawn | Al
Show| 10 " entries Search
Performance Improved
. Date
Encroachment & Applicant o\ ited  ROU® County + Engineering Contact: When applying
for an encroachment, please
Dot 101152019 NCaT Gates provide the name, email and phone

number for someone with whom
DOT can discuss the details of the
oot 10012019 US13 Bertie proposed plans.
« Applicants may provide their internal
project id when applying for an

Dot 0911912019 US256,NC305 SR1109 Narthampton encroachment. This id will be available
as a search column on the All
DoT 1200512019 SRO000 Martin Submissions Search page.
pot 10012018 SR1351 Beaufon
pot 09042019 NCT1 P
Fostea 0c17, 2019
oot 00042019 NC17 Onsiow

4. Locate the alert that has been set for the encroachment submission. Click to select.
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5. Select Delete Selected Alerts

ar on this page.

= Add Aleri

Alert Title

Frequency: Immedgite

My Alerts on this Site

rts for lists, libraries, and files on this site. Note that some alerts, such as system

Delivery Method(s)

= Encroachments: E021-007-20-00008 E-mail

6. Confirm the deletion by selecting OK to continue. Otherwise, select Cancel to return and not
delete the alert.

Encroachment Submission Review Process: Approval by District Office

This process applies to encroachment submission requests being approved at the District/Division Office
level. The process for encroachment submissions being approved at the Central Office level is detailed
later in this manual.

1. Submittal

The Applicant submits an Encroachment Submission to NCDOT through the
Encroachment Submissions site. Refer to the Submit a New Encroachment section in
this manual. Next Action is set to District and Decision is set to Proposed automatically.

2. Encroachment Submission Review

The District Office will review the Encroachment Submission for completeness and
accuracy. If the documents are insufficient, move to the Incomplete Encroachment
Submission process. If the documents are complete, the Encroachment Submission
moves to Step 3.

Incomplete Encroachment Submission

a.

The District/Division Office will add comments/guidance on changes (additional
documents if necessary) to the Encroachment Submission and change Next Action to
Applicant. When this occurs, an email will be sent to the Applicant notifying them that
the Encroachment Submission is incomplete.

The Applicant will review the New DOT Comments and add any revised documentation
to the Encroachment Submission as needed.

The Applicant will submit the revised documentation using the Send Back to DOT button
on the Encroachment Submission welcome page. This will automatically set the Next
Action to District Review and notify the District Office via email if an alert was set on the
Encroachment Submission.
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d. Several iterations between the Applicant and NCDOT may occur until the Encroachment
Submission is complete. In some cases, the Applicant may be required to visit the
District Office to finalize the Encroachment Submission.

Approval by District Office

- " L1
Sary |.::::.‘k‘
I \
::::h-:: Tl 2

i) AT

3. Technical Review
e District Office reviews the Encroachment Submission for compliance with NCDOT
standards and specifications. Next Action is changed by the District Office to indicate
that the encroachment is currently under review.

o Ifall plans and documents are deemed acceptable, move to Step 4 Permit
Approved/Denied/Withdrawn.

o Ifthe encroachment plans and/or documents require revision, move to the
Resubmittal process.

o If an optional technical review by Central Utilities (e.g. Utilities Encroachments
Section, Lighting and Electrical, Special Studies) or Special Studies (e.g. Geotechnical
Engineering, Hydraulics, etc.) is required, move to Optional Technical Review
process.

Optional Technical Review

a. Optional Technical Review by Central Office (Utilities Encroachments Section, Lighting
and Electrical, or Special Studies)

b. District Office Reviewer should add comments and documents for Central Office
Reviewer’s use.

c. District Office Employee must change Next Action to Central Utilities. This updates the
duration tracking and assigns the Encroachment Submission to the Central Utilities
business unit for review.

d. When the Central Utilities review is complete, the Central Office Reviewer must add
comments/documents to the Encroachment Submission (if applicable) and change Next
Action to Central Utilities Signature.

e. If the encroachment plans and/or documents require revision, move to the Resubmittal
step. If all plans and documents are deemed complete, move to Step 4 Permit
Approved/Denied/Withdrawn.
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Optional Technical Review by Special Studies

a.

Optional Technical Review by Special Studies typically involving multiple units in Raleigh
(e.g. Geotechnical Engineering, Hydraulics, Transportation Mobility & Safety, etc.)
District Office Reviewer must add comments and documents for the submitter’s
awareness.

District Office Reviewer must change Next Action to Special Studies. A notification
email will be sent to the Special Studies Unit.

When the Special Studies Unit review is complete, the Special Studies Reviewer must
add comments/documents to the Encroachment Submission (if applicable) and change
Next Action to District Review.

The District Office continues with the Encroachment Submission review. If the
encroachment plans and/or documents require revision, move to the Resubmittal step.
If all plans and documents are deemed complete, move to Step 4 Permit
Approved/Denied/Withdrawn.

Resubmittal

District Office Reviewer must change Next Action to Applicant.

The Applicant reviews the New DOT Comments and/or documentation and makes the
necessary revisions.

The Applicant will return the revised documents to the District Office using the Send
Back to DOT button. The Applicant will submit the revised documentation using the
Send Back to DOT button on the Encroachment Submission welcome page. This will
automatically set the Next Action to District Review and notify the District Office via
email if an alert was set on the Encroachment Submission.

Several iterations between the Applicant and NCDOT may occur until the Encroachment
Submission is complete. In some cases, the Applicant may be required to visit the
District Office to finalize the Encroachment Submission.

4. Permit Approved/Denied/Withdrawn

The Reviewer adds sighed Approved/Denied/Withdrawn documents, properly executed
encroachment agreements and final plans to the Encroachment Submission as a single
document. Any document(s) that are not considered part of the Encroachment
Submission can be deleted.

The Reviewer updates the Decision tab on the Encroachment Submission by selecting
the appropriate Decision (e.g. Proposed to Permit Approved, Permit Denied, or Permit
Withdrawn) and Approval/Denial/Withdrawn Date. Next Action is automatically set to
None and the Decision field is locked from future updates.

An automatic email notification is sent to the Contact Email and Notify Email address(es)
specified on the Encroachment Submission.

IMPORTANT: Applicants with NCIDs can retrieve approval documents from the Encroachment
Submissions site. Applicants without NCIDs must be emailed (or other arrangements made
for delivery) the approval documents by the NCDOT Reviewer.

36



NCDOT Encroachment Submissions User Guide

Encroachment Submission Review Process: Approval by Central Utilities

This process applies to encroachment submission requests being approved at the Central Utilities level.
The process for encroachment submissions being approved at the District/Division Office level is
detailed earlier in this manual.

1.

Submittal
e The Applicant submits an Encroachment Submission to NCDOT through the
Encroachment Submissions site. Refer to the Submit a New Encroachment section in
this manual. Next Action is set to District and Decision is set to Proposed automatically.
Encroachment Submission Review
e The District Office will review the Encroachment Submission for completeness and
accuracy. If the documents are insufficient, move to the Incomplete Encroachment
Submission process. If the documents are complete, the Encroachment Submission
moves to Step 3.

Incomplete Encroachment Submission

a. The District/Division Office will add comments/guidance on changes (additional
documents if necessary) to the Encroachment Submission and change Next Action to
Applicant. When this occurs, an email will be sent to the Applicant notifying them that
the Encroachment Submission is incomplete.

b. The Applicant will review the New DOT Comments and add any revised documentation
to the Encroachment Submission as needed.

c. The Applicant will submit the revised documentation using the Send Back to DOT button
on the Encroachment Submission welcome page. This will automatically set the Next
Action to District Review and notify the District Office via email if an alert was set on the
Encroachment Submission.

d. Several iterations between the Applicant and NCDOT may occur until the Encroachment
Submission is complete. In some cases, the Applicant may be required to visit the
District Office to finalize the Encroachment Submission.
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3.

Approval by Central Office

Technical Review

District Office reviews the Encroachment Submission. The District Office will update
Next Action to District Review to indicate the encroachment is currently under review.
If the District Office determines that Central Utilities should handle approval, the District
Office will update Next Action to Central Utilities which assigns approval responsibility
for the Encroachment Submission to this business unit.

Central Utilities-Encroachments Office reviews the Encroachment Submission for

compliance with NCDOT standards and specifications.

o Ifall plans and documents are deemed acceptable, move to Step 4 Permit
Approved/Denied/Withdrawn.

o If the encroachment plans and/or documents require revision, move to the
Resubmittal process.

o If an optional technical review by Central Utilities (e.g. Utilities Encroachments
Section, Lighting and Electrical, Special Studies) or Special Studies (e.g. Geotechnical
Engineering, Hydraulics, etc.) is required, move to Optional Technical Review
process.

Optional Technical Review

a.

Optional Technical Review by Central Utilities (e.g. Utilities Encroachments Section,
Lighting and Electrical, Structure Design, Geotechnical, Special Studies, etc.)

Central Utilities Reviewer can add comments and documents to the Encroachment
Submission (if applicable).

If the encroachment plans and/or documents require revision, move to the Resubmittal
process. If all plans and documents are deemed complete, move to Step 4 Permit
Approved/Denied/Withdrawn.
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Optional Technical Review by Special Studies

a.

Optional Technical Review by Special Studies (e.g. Geotechnical Engineering, Hydraulics,
etc.)

Central Utilities Reviewer must add comments and documents for Special Studies
Reviewer’s use to the Encroachment Submission.

Central Utilities Reviewer must change Next Action to Special Studies. An email
notification is sent to the Special Studies Unit.

When the Special Studies Unit review is complete, the Special Studies Reviewer must
add comments/documents to the Encroachment Submission (if applicable) and change
Next Action to Central Utilities.

Central Utilities continues with the Encroachment Submission review. If the
encroachment plans and/or documents require revision, move to the Resubmittal step.
If all plans and documents are deemed complete, move to Step 4 Permit
Approved/Denied/Withdrawn.

Resubmittal

a.

Repeat the Technical Review process until the encroachment plans and documents are
acceptable. Once acceptable, move to Step 4 Approved/Denied/Withdrawn.
Comments generated by District Office, Central Utilities, or Special Studies review
should be documented in the DOT Comments field on the Encroachment Submission.
Central Utilities Reviewer must change Next Action to Applicant. If the District Office
sets an alert on the Encroachment Submission, they will receive an email notification.
The Applicant reviews the New DOT Comments and/or documentation and makes the
necessary revisions.

The Applicant will return the revised documents to the District Office using the Send
Back to DOT button. The Applicant will submit the revised documentation using the
Send Back to DOT button on the Encroachment Submission welcome page. This will
automatically set the Next Action to District Review and notify the District Office via
email if an alert was set on the Encroachment Submission.

Several iterations between the Applicant and NCDOT may occur until the Encroachment
Submission is complete. In some cases, the Applicant may be required to visit the
District Office to finalize the Encroachment Submission.

5. Permit Approved/Denied/Withdrawn

The Reviewer adds signed Approved/Denied/Withdrawn documents, properly executed
encroachment agreements and final plans to the Encroachment Submission as a single
document. Any document(s) that are not considered part of the Encroachment
Submission can be deleted.

The Reviewer updates the Decision tab on the Encroachment Submission by selecting
the appropriate Decision (e.g. Proposed to Permit Approved, Permit Denied, or Permit
Withdrawn) and Approval/Denial/Withdrawn Date. Next Action is automatically set to
None and the Decision field is locked from future updates.

An automatic email notification is sent to the Contact Email and Notify Email address(es)
specified on the Encroachment Submission.
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IMPORTANT: Applicants with NCIDs can retrieve approval documents from the Encroachment
Submissions site. Applicants without NCIDs must be emailed (or other arrangements made
for delivery of) the approval documents by the NCDOT Reviewer.

Encroachment Submission Review Process: Centrally Managed STIPs

The review process for Encroachment Submission within the limits of a centrally managed STIP is the
same as the review process for encroachments requiring Central Utilities approval. The only difference
is who handles review and approval. Encroachment Submissions that do not involve a STIP are handled
by the Utilities Encroachment Section. Encroachment Submissions within STIP limits are handled by the
Utilities Coordination Section. This process does not apply to STIP related utility relocations.

Encroachment Submission Review Process: Division Managed STIPs

This process applies to Encroachment Submissions that fall within the limits of Division Managed State
Transportation Improvement Projects (DMSTIPs). This does not apply to STIP related utility relocations.
The process for Encroachment Submissions within the limits of Centrally Managed STIPs is discussed
earlier.

1. Submittal
e The Applicant submits an Encroachment Submission to NCDOT through the
Encroachment Submissions site. Refer to the Submit a New Encroachment section in
this manual. Next Action is set to District and Decision is set to Proposed automatically.
2. Technical Review Process
e When the District Office reviews the Encroachment Submission and determines that the
submission is within the limits of a Division Managed STIP, it must be assigned to the
Division Utility Coordinator (DUC) for further review.

o District Office Reviewer should add any comments and/or documents for DUC
to the Encroachment Submission.

o District Office Reviewer should then notify the DUC via email that an
Encroachment Submission requires further review and changes Next Action to
Special Studies for tracking purposes.

o The DUC will manage the review of the Encroachment Submission. If the
submission is within the limits of control of access (C/A) right of way, the DUC
will get concurrence from the Utilities Encroachment Section prior to approval.

o The DUC, or others involved in the Encroachment Submission review, will
correspond with the Applicant, revising the plans as necessary until they are
acceptable.

3. Permit Approved/Denied/Withdrawn
a. The DUC adds signed Approval/Denial/Withdrawn documents, properly executed
encroachment agreements and final plans to the Encroachment Submission.
b. The DUC updates the Decision tab on the Encroachment Submission by selecting the
appropriate Decision (e.g. Proposed to Permit Approved, Permit Denied, or Permit
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Withdrawn) and Approval/Denial/Withdrawn Date. Next Action is automatically
set to None and the Decision field is locked from future updates.

¢. Anautomatic email notification is sent to the Contact Email and Notify Email
address(es) specified on the Encroachment Submission.

IMPORTANT: Applicants with NCIDs can retrieve approval documents from the Encroachment
Submissions site. Applicants without NCIDs must be emailed the approval documents by the
NCDOT Reviewer. DUC’s will also retain a copy of the executed encroachment permit for the
project files.
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Appendix A

To create a new Business NCID account, do the following:

1. Select Register as shown

NCID Tips

o

Usermname

Password

NCID Login

Forgot Usemame

Forgot Password

Unlock Account
Meed Help? ‘ Register! ’
Privacy and Other Policies Contact Us

WARNING: This is a government
computer system, which may be
~ accessed and used only for authorized
business by authorized personnel. Unauthorized access
or use of this computer system may subject violators to
criminal, civil and/or administrative action.
NCCT43

2. Select Business as shown
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North Carolina Identity Management

New User Registration NCID

Please indicate your user type from one of the following categories:

Request access to the State of North Carolina services as an individual or citizen.

[?- zquest access to the State of North Caroling services on the behalf of & business.

Siaie Employee Currently employed or assigned to work for an agency within the State of North Carolina government.

Local Government Currently employed or assigned to work for a North Carolina county or municipality.
Employee

This system is the property of the State of North Carcling and is for authorized use only. Unauthorized access is a violation of federal and state law. All software, data transactions, and electronic
communications are subject to monitoring.

Noi

Privacy_and Other Policies Contact Us

WWW.EE oV

3. Complete the input form. Fields denoted with an asterisk (*) are required.
e Desired Username*
e  Prefix
e  First Name*
e Middle Initial
e Last Name*
e  Suffix
e Email Address*
e  Confirm Email Address*
e Telephone Number*
e Telephone Extension
e Mobile Number (Recommended)
e Street—Line 1*
e Street—Line?2

o C(City*
e State*
e Zip*

e New Password*
e Confirm New Password*
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New User Registration
Self Service Password Reset

North Carolina Identity Management

¢ accourt, NCID wil email you 3 code. You wil nesd this code once you complate the form
ck the *Continue” butlon

ping Io complet

Desired Usemams-

Brefix (Optional)
&

First Name
Middle Initial (Optional)
Last Name:

Suffix (Optional)
Email Address

Confirm Email Address"
Telaphons Number

Telephone Extension (Optional)
Mobile Numper (Recommendsd)

Street - Line 1

Stroot - Ling 2 (Optional)

4. Select the ’m not a robot check box and verify.

5. Select Continue to create your new Business NCID account or select Cancel to return. An email
notification will be received if you created a new Business NCID account.

6. Complete the registration process by verifying your NCID account which includes answering your
security questions. Upon the completion of this process, use the Business NCID created to
submit as a credential to get access to the Encroachment Submission site.

For further assistance or questions concerning NCID, please contact NCID at 919-754-6000, toll free at
1-800-722-3946, or email: dit.incidents@its.nc.gov.
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